
PML 95-050 ATTACHMENT A 

1996 EXCLUDED EMPLOYEE TRAVEL RULE REVISIONS· SUMMARY 

Attached are the proposed excluded employel;' rule revisions. If there is currently an 
excluded employee rule in force, there is a proposed revision. If there Is currently a generic 
rule that ap'plles to both excluded and repreSlmted employees. then we have developed a 
"new" rule. generally based on the subject and content of the generic rule, but dedicated to 
excluded employees. The "new" rules are totally underscored. This summary will help you 
pick out the highlights In those rules that are totally underscored . 

.... 

These rules and revisions are proposed to be adopted effective 1/1/96. This package does 
not contain rules that apply to represented employees, volunteers or persons being recruited 
from outside state service. 

599.615.1 SCOP': - EXCLUDED EMPlOYEE$ (new from 599.615) 

Clarifies State's authority to control travel, cl,3rifies that travel is approved and expenses are 
incurred in order to conduct official State business; strengthens signature office's 
responsibility in cert~fying travel; states receipt requirement at $25 and more unless 
otherwise specified. 

599.616.1 - DEFINITIONS - EXCLUOED EMPLOYEES (new from 599.616) 

adds Long Term ASSignments, other clarifications, 
States 50 mile distance from headquarters for per diem. 

599.619 • REIMBURSEMENT FOR MEALS AI\(D LODGING - EXCLUDI:D ~MPlOYEES 
(revised) 

Clarifies non-claim abies to lodging and/or meals provided at no cost to the employee, places 
this item in introduction to the rule, refers to 624.1 (Contracting for Mealsllodging). 
(a) Eliminates non-receipted lodging of $24.99 and $37 meals/incidentals as an option when 
no lodging receipts are available. 
Establishes leave and return times for claiming of meals on trips of more than 24 hours; 
specific time frames for the claiming of meals for partial days of less than 24 hrs (mirrors 
represented employea time frames) 
(b&c) Increases noncommercial and long term lodging rate to $24 to match 824 meal rate 
(tot. $49) 
(c) Provides a new option for of reimbursement for long term assignments: up to $1130 for 
receipted rent and utilities and $10 per 24 hours for meals and incidentals. 
Cd) Defines out of state travel 
(e) Provides short term out of country actual lodging and meals/inc. at Fed. Govt. rate; 
provides for DPA/Appointing Power negotiations on long term out of country rates. 
(f) Provides for Appointing Powers to make exceptions 
Misc. clarification and rearrangement of rule items 



599.623 - MISCELLANEOUS MEAL EXPENSES ,. EXCLUDED EMPLOYEES (revised) 

(a) provides for the reimbursement of an '·overtime" meal for other than WWG 2 employees 
under certain circumstances 
(b) clarifies Business Meals; clarifies that rates are as in 599. 619 

599.62.4.1 - CONTRACTING FOR MEAL ANDIOR LODGING EXPENSES - EXCLUDED 
EMPLOYEES (New) 

Adds provision that departments may contract for groups or individuals at or below the 
maximum mealllodging rates. 
Cd) limits individual reimbursement to that which is contracted for under this rule should the 
employee attend the function and not use the contracted facilities. 

599.625.1 - RECEIPTS - EXCLUDED EMPLOYEES (revised) 

(a) combines receipt requirement exception for misc. fares, tolls, shuttle, (previous $25), 
and parking (previously $6), to $10. 
(b) removes lost receipt disclaimer, provides thalt items not satisfactorily explained may not 
reimbursed. 
(c) provides that appointing power may require additional substantiation. 

599.626.1 TRAN'SPORTATION EXPENSES - E)CCLUDED EMPLOYEES (NEW FROM 
599.626) 

(DEVELOPED F~OM A PORTION OF 599.626. :Sections of 599.626 that applied to remote 
headquarters have been moved to 626.2, and sections that applied to aircraft have been 
moved to new rule 599.628.1) 
(b) adds cost comparison requirement 
misc. Clarification language 

599.626.2 - REMOTE HEADQUARTERS - EXCLUDED EMPLOYEES - (NEW FROM 599.626) 

moves language from existing rule 599. 626: extends !'remote" to 50 miles from 
headquarters to available housing; minor clarification lang, 

599.627.1 SPECIAL'TRANSPORTATION - EXCLUDeD EMPLOYEES (NEW FROM 599.627) 

Minor clarifioation language 

599.628.1 ~ TRANSPORTATION BY AIRCRAFT - (NEW FROM 599.628) 

Absorbs some language deleted from existing rule 599.626; increases insurance 
requirements to be consistent with industry standards. maintains existing flight time 
requirements, minor clarification language throughout. 
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599.629.1 • RAILROAD TRANSPORTAl'ION - EXCLUDED EMPLOYEES (NEW FROM 
599.629) 

Changes deportation language to direct- referral to INS 

599.631 - TRANSPORTATION BY AUTOMOeILIE - EXCLUDED - (REVISED) 

Adds clarification language. 

599.633.1 - TRAVEL REIMBURSEMENTS WHILII~ ON SICK LEAVE. VACATION. OTHER PAID 
LEAVE, OR eTO -EXCLUDED EMPLOYEES (NEW FROM 599.633) 

clarifies, assigns authority for extension to appointing power 

599.635.1 - ATTENDING CONVENTIONS AND CONFERENCES - EXCLUDED EMPLOYEES 
(NEW FROM 599.635) 

Expands State sponsored conferences/conventions to allow more flexibility in planning and 
contracting for functions; states items specifically excluded from reimbursement. Removes 
$1 50 lodging limit on non-state sponsored confE~rences 

599.636.1 - RETURN OF OECI:ASEO EMPLOYEE - EXCLUDED (NEW FROM 599.636) 

Adds more flexibility and clarification. 

599.638.1 - EXPENSE CLAIM FORM - EXCLUDED EMPLOYEES (NEW FROM 599.638) 

clarification language.only 

iii 



PML 95-050: ATTACHMENT A 

DEPARTMENT OF PERSONNEL ADMINISTRATION 

Article 2. Traveling Expenses 

599.615.1 Scope - E"cluded Employees. 

W. It is the purpose of this Article to provide and define reimbursement for the actyal and 

necessary Oyt·Of-Dockst expenses incyrred by state (;lm'SrS, employees, and agents because of 

travel 00 official state bus;O$ss. Each state agency may determine the time and method of traveL 

localion and lodg;ng. Each State agencY shall determine the necessity for travel and that such 

travel reprennts the best interest of the State, Oncis the necessity and method of traveL locatioo 

and lodging have been determined, reimbursement shall be governed by these sections. The 

signature of the officer approving travel and payment. is ~ertification that the approving party has 

authorjud the travel. that the expenses were incurred in order to conduct offiCial state bysiness and 

that the items claimed are appropriate and in kee12IDtl with these tUles. State agencies shall not 

bi!V!! discretion to provide reimbursement at a lower amount unless such discreTion is specifically 

authorized by rule. Unless otherwise specified, recE~ipJs are required for each item of expense of 

$25.00 or more. 

ill For Jhe purpose of regulations governing claims for reimbursement an excluded 

employee is! an employee as defined in Seclion 3527(b) of the California Government Code (Ralph 

C. Dills Act): a non·elected officer or employee of the executive branch of government who is not a 

member of the cjvil service. 

NOTE: Authority cited: Sections 19815.4(d). 19816 and 19820, Government Code. Reference: 

Section 11030, Government Code. 

599.616.1 Definitipns .. Excluded Employees. 

For the pyrposes of this Article. the followinn definitions will apply: 

1i!l Headquarters. Headquarters shall be e$1abHshed by the appointing power for each 

state officer and employee and shall be defined as {he place where the officer or employee spends 

the largest portion of hlsther regular workdays or w"CIrldng time, or the place to which helshe returns 

on Itomgletion of special assignments, or as the Q~..QElrtment of Personnel Administration may define 

in special situations. 
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W Where an office building Qr similar defiJljte olace constitutes the employee's 

headauarters. no par diem eXRenses shall be allowed at any location within 50 miles of said 

headQyarters as determined by the normal commute distance. 

ill Wb~re the major portion of ao emp/oyee's working tim~ is sRent within a specifically 

assigned or limiteg geographical area sych as a oatrol area or beat where the same routes are 

traveled frequently and roulinely on one-day trips. no per diem expenses shall be allowed at any 

loc1'IIion within 50 miles from any poinI in this assigned area as determined by the normal commute 

distance. 

In order to jn!iur~ equity in special cases, ag§!ncy heads may disregard this subsection and 

author;1;e individual claims based on·subsection (1) of this rule. 

ru In cases where adherence to the 50-mile limitation creates an unusual and unavoidable 

hardship to the officer or employee. exceptions may be granted by the appointing power. 

ill Employees 00 travel staws for less than 24 hours may claim subsistence expenses 

incurred before, during. or after the regularly scheduled workday in accordance with Section 

599.619.1 fa}, 

1hl Residence. A place of primary dwellin.n shall be designated for each state officer and 

employee. A primary dwelling shall be defined as the actual dwelling olace of the employee which 

bears the most logical relationship to the employee's headguaoers end shall be determined without 

regard to any other legal or mailing address. Howevec if an erng,lovee is temporarily required 10 

dwell away from his/her primary dwelling elace due "to official travel away from headquarters. Md 

said Ddmary dwemog is either inhabit~d tly his/her dl~pendents or is maintained by the employee at it. 

net monthly expense in exc~ss of $200. such dwelling place may be continued as the employee's 

designated primary dwelling. 

ill No reimbursement for Der djem or other subsistence expenses shall b~ allowed on the 

premises of an employee's primary dwelling. 

m An emplOyee shall have onlv one dwelling at Which travel expenses are prohibited. 

m When an employee maintains more than one dwelling. meeting the definition of 

residence set forth in Section 599.616.1 {b) and the employee is required to offiCially travel to the 
I 

location of the secondary dwelling. he/she may claim lhe noncommercial subsistence allOwance 

rales defined in Section 599.619.JlbJ, 

kl Travel Expenses. Travel expenses jncJ\II~ 

ill Meals and Lodging incurred as a result of business travel away from headquarters in 

order to conduct State business 

m Transportation expenses incurred in order to conduct State business 

1Ql Business Expenses. Business expenses consist of the charges for business phone calls 

and telegrams; emergency <:Iothing. equipment or supply purchases; and. all other charges necessary 

to the completion of official business. Any emergiDcy purchase shall be explained, and if over $2.,Q 
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must be approved by the deganment he$ld4 deputy, ()r chief adminislr!;ltive officer. 

al protective Services. A member of the California Highway Patrol essigned as provided 

by Gowoment Code Section 14615 may claim subs;istaoce allowance for in-state trallel as follows: 

ill Jf exoenses are actyally incurred by the employee as a result of traveling with the 

~otected individual exceed the maxjmum meal and lodging rates authorized in 599.619 for in-state 

t!:C!IIE!I. the employee may claim their actualexpeoses by providing recejpts. 

ill Any exPense claim submitted under (] L must cootain a certification by the 

Commissioner 21 th'iJ California Highway Patrol naming the individual being protected and verifying 

that the tralle! exp!i!os!il~ were incurred while the claimant was assigned 19 protect said individual. 

ill Claims submitted under this section shall not be subjeS:i to ihe limitations of Section 

599.616.1 (fI). 

m Long Term A~signmenl. Any assignms!nt of 31 days Qr more to a given location other 

than headquarters. A Long Term Assignments is 'typically given for a project status iob that 

r~guires the extended (lresence of an employee for a period in excess of 31 days but is not 

~onsidereg permanent due to the temporary nature of the assignment, the appointment or 

scheduled completion date of the project. The employee's return home for weekends or incidental 

short term travel to another location does n01 break the continuity of a long term assignment. 

Note: Authority cited: Sections 19815.4(d), 19816. 19820(a) and 19849.5, Government Code. 

Reference: Sections 11030 and 14613 Government Code. 

599.619. S~1t8itJtel'lee Alle""'BAee Reimbursement for Meal! and lodging-Excluded Employee$. 

Aft exeh:loed emplo¥ee is defined j~ seetil)A f'99.616(b) of these regu/atieAs. 

The ttJ(eh~~e~ employee on travel status shaH be reimbursed actual expenses for lodging, 

meals and incidentals ex.penses as provided in this sl3ction, unless directed to travel under the 

provisions of 599.624.1. Lodging and/or meals prol/ided by the STate or included in hotel expenses 

gr «onterence fees, or in transportation costs such as ai(line tickets, or otherwise prollided shall not 

be claimed for reimbursement. Snacks and continental breakfasts. such as rolls. juice and coffee. 

are not consjdered to be meals. The circumstances of travel will determine the rate allowed. 

(a) Short-term Travel. Reimbursement for short-term subsistence will be authorized ~ 

when the traveler incurs expenses eOffll'larable te those arising from the use of oeed reasonable, 

moderately priced commercial lodging and meal establishments. such as hotels. motels. bed and 

breakfast inns. restaurants. cates. diners. etc. that cater~ to the general public. bodgjng receipts 

are required. The short-term rate is intended for trips of such duration that weekly or monthly rates 

are not obtainable and will be discontinued after the 30th consecutive day assigned tQ fft one 

location unless a oortlinl:latioA an extension has been previously documented and approved by the 

appointing power. Afitef060 €leRseel:ltilo'e eays-+R GAE:-4eeatien aR eFFlI!lIer;ee may claim the 
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leAu teFI'A aIlSW'V8Ae&r In extending short term travel. the appointing power shaH consider the 

expected remaining length of the travel assignment. 

ill In computing reimbursement for continuous shQrt term travel of more than 24 hours 

and less than 31 consecutive days, the e)(eludea employee will be reimbursed for actual costs up to 

the maximum allowed for each meal, incidental, and lodging expense for each complete 24 hours of 

travel, beginning with the traveler's time~ of departure and return, as follows. 

(AI On the first day of travel on a trip of 24 hours or more: 

Trip begins at or before 6amj ...b!§akfast may be claimed on the. first day 

Trip begins at or before 1 1 am~ 

Trip begins at 91' before 5pm: 

l!.!n.ch may be claimed On the first day 

dinn,er may be claimed on the first da'll 

.tID gn the fractional da¥ of travel at the end of a trip of more than 24 hourS: 

Trip ends at or after 8am: .!2.£ruikfaS't may be claimed 

lunch may be claimed 

dinner may be c:laimed 

Trip ends at or after 2pm: 

Trip ends at or after 7pm: 

If the fractional dax includes an overnight stay, recei:pted lodging m~v be claimed. No meal or . 

lodging eXDense rnay be clairnM or reimbursed more than once on any given dale or during any 24 

hour period. 

Eaeh item of e)(f3eASe of $26.00 or more must be slJbstaAtiateel "{i~l;9.,. ~f'oa, .. iEliRB a Feeei~1Q=Hte 

FFla~iFFlWR=l f-..Beimbursement shall be for actual eXD,en~.§.§.r. at subject to the following maximum 

rates: 

ffiMeals: 

Breakfast .•.••••. ,., .•..... ,...... $ 5.50 

Lunch .•.••..•..•...... ,.,....... $ 9.50 

Dinner " ..........•.... ,......... $17.00 

Stip131eFFl8At Incidentals. . . . . . . . . . . . . . .. $ 5.00 

Total .................... 'i" 'i"'" "i" '7 V "i" .... "i" '; ... 7' 'I" V T 'l' 'l' 'l'''' C'B7.90 

Receipts are not required for regular short term travel maals. 

~ Lodging: 

,{A) Statewide, no FeOOtJ3t:& ITT T T v'r 'I" 'l' 'l' T.,. 'l'.,. ...... {,If} to $24.99 

~ Statawidc, with receipts. . . . . . . . . . . . . .. Actual up to $79.00 plus tax 

If lodging receipts SIre not submitted, meal and lodging reimbursement wj!l be at the noncommercial 

rates stated in (bl below. 

(C) DPA may delegate auttler;t", t& aplJE)intifflij f30 ""efS to approve loeging-o)(l3eA6e& in 

excess of.the e&tablis~eEl le(jgiftg mtes. Reimbl:lFSement of loogiA~ e)(pe~ses in excess of me 

dele0ateEi 8FF101:lAts F&quires aevance written appro""a! fram DPA .. 
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i3~FeF tfa"el w~iaJ.t is ("'e last ffaetienall1lart Ilf a 1'18rieaef tra",el ef FRere ("'aA :24 hours, 

t"'e ae1:4:lal east tip te the maximtlm reimbuFSement kiF meaffi~F laauing-will be paid pFO,.rided -the 

tFa~~ tiffie moots the t'ollowing feQuiFemOA:a;.~ 

ff ~e ~I exteAe!s to or past 9 a.m., a breakfast m3't' 00 olairneei; 

if t"'e trave! ~fld& to OF past 2:00 p.m., a lURCh rna,! be elaimed; 

if tl=i& tf'ar.<e' e_teRas te eF t:lsst 7 IMR., a siflRer FRay l:Ie elaifReEIJ 

~ tFa ... el extends o';alernightloooing mav be elaimed. 

Ne FReai-et: loogiAg expef\se ma,! be elaimee! OF reiml:)(~rseo more thaR ORee on an,! oi'.1on oate. 

~ m In computing reimbursement for (;ontinuou$ travel of less than 24 hours, 

pro,.ridif:tO that tl=ls Eiet:la~~re tiffte of F9tl:lFA tifR~e6S-~IEW'I". se~ werk aatp B¥, eRe 

hour. tho actual ~ exoenses, UP to the maximuml! in leI aboVe, wi!! be reimbursed ~ for 

tAe wllowing breakfast and/or dinner and/or 10dging-wHI-be m~thOfi:zea .... hen appropriate c)(peRSeS 

ha\ef9 geeR iAeuFreef in accordance with the followingl timeframes! 

Travel begins at or before 6 a.m. and ends at or after 9 a.m: Breakfast may be claimed. 

Travel begins at or before 4 p.m. and ends at or afler 7 p.m: Dinner may be claimed. 

If the trip of 'ess loan 24 hours in~luges an Qvernight staYi receipted lodging may be el1Jjimed. 

No run!;;h or inc;id~ntals may be reimbursed on travel of less than 24 hours. 

8realdast ............................................... , ................. $ 6.aO 

[)tAAer., .... , ............................................................... $17.00 

beElIlJf~ ... i(a6..eefiAed iA See~iOA (a){2HA)(8)(G)) 

tioket, aF e .. herwj~ prolofiooo, that meaJ shall flOE be claimea fOF reimbuFsement as a meal e)(j3eRse. 

(bl beAD term Travel. ReimeuFscmeRl f.oF IOAg.-iCFm subsisteRee will Be autl=leriZ!ea WRSA 

the tFa ... eler inel::iFS e)(penses in OAe loeation eomparable to these arising from tAe use of 

osta91isRFftSnts ea~erin6 tEl the-.JeA0 -tefm -.-iailof. Reifflbtifsoment 43hall ae jiJaia in aeeeFElsnee with 

procedures preseFibeE'J by the DepartmOAt of Personnel Administration. Noncommercial Travel. 

Reimbursement for non.::ommercial subsiste".::e will be authorized when the overnight traveler does 

DOt sybmit a lodging receipt, or does not stay in a cpmmercial establiShment but incurs expenses 

arising from the use of noncommercial facilities such as. but not limited lOi house traile[§,and 

camp-ing eguiement or when staying with friends or relatives, or in a secondary residence. An 

employee may claim $24.00 for meats and incidentals and $24.00 for lodging for travel of 12 hours 

UP to 24 hours: either $24.00 for meals or $24.00 for lodging for travel less than 12 hours. 

(1 ) Aft emplo'jee OR leA€! term fielEl assigAFRoAt who mainfains a -permaneRt resiEleAee 

elsewReFe while I4wiAg~t thejes leeetieA fflEl)f claim '~24 .00 feF FAeM afta iAeiEleFltals aA~ $23.00 

f:eF ledgin@ ~ tra..,ef -e~ 12 heurs -tip to 24 Aol::lfS; either ~:2a.so for meals or $2:3.80 "'OF Ietl@iA§fer 

tfa¥e~es&-thaA 1 2 "'eI:lFS if eAe of tRe-+eHewoiFltl exis'-&l--

!A) TJ:t9 t:le1'R'laFl91'1t fesieenee is eaatlf:lieEI BV 8Ff1fjle'J'ee'e ElefteneeR1:s, or 
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(8) Tf:Ie peffRoaReFIt FcsiEJeAee is fFlaifitaiFte~ iH-a-oet (!:)(pElASe to the e~f3I&¥e9 s)(sea81ng 

i-2GQ.per fftOAN:!. 

::fe.(J~ifV for this fille, afi emp'e~.e FRtlst 6t1BFFlit stl"taft~iatiog evidence of either eeFlsitieA 

te t~9 sI=l139if!tif!6 139W9f if! aeeeFEiaAe8 '",idtits requirements. 

f2) AFt oFAflle'foo en-loog term field assigAfl'lem who does.-not-fFlaiAt;aiR a f98f'1fi3nent 

fest6eAee aws'! ffem the job &ftc rRa~ $12.00 fer FMeala BAS iRoideotals and $11.60. fOF 

Isseif'l!ll fef travel ef 12 1-191:1r8 !:Jill te 24 -!lOtH'S; either $12.00 for meals or ~12.00 fer kas€lif!1iJ fer 

tr;'J'J<'oJ less than ~ 2 hoUffi. 

(c) N9Aeemmereiai TraY(H long-term Travel. Reimbursement for long-term meals and 

lodg,ing will pe {JuLhoriz~d when the...lri!veler incurs e:cpenses in one location COOlQ5!rable to those 

arising from Jh~ use of commerc:ial establishments coltering to the IOQg~term 'lisjtor. ReimoorsemeAt 

for ft900ammereiaJ subsistenee will be authet=tze.EI wf:len tl=le travelSF iAeMFS expeAses (lomparable to 

t~Stlo 3rislfIiJ from t~SE>Of AOfl€OfRFfleroiai fiaeiJitiefl-6ueR as, but not limited t(), hoosC tFaileFS aAd 

ea~ ~prneAt ar wl=ieR st8r;iRti witl=! JfieAss ~f relatives. Meals andlor lodging provided by the 

statE! shall not be claimed for reimbursement. With approval of the appginting power and upon 

meeting the criteria in (3) below. an employee on long-term field assignment who is living at tba 
long term location may claim either: 

ill to!R e)($l!:JdeEi eFfll1ilsr;e8 Ftt3'f elaimWithout receipts, $24.00 for meals and incidentals 

and $,aa,Q(}24,00 for lodging for travel of 12 hours up to 24 hours; either $~.4..!...QQ for meals 

or $~24.00 for lodging for travel les~ than 12 n,)urs.,., or 

m Beimbursement for actual individual exuense, substantiated by receipts, for lodging. 

utility gas and electricity, up to a maximum of ~, 13() per calendi!r month while on the Io.og term 

assignment, and 

$10.00 for meals and inc:identals, without receiPts, for each period of 12 to 24 hours; 

$5.00 for meals and incidentals for periods of less than 12 hours at the long term location 

.m. To claim expenses under either (1) or (2) above the employee must meet Ihe following 

criteria; 

W the employee continues to maintain a permanent resideoca at the primary 

headquarters and 

.tID. The permanent residence is occupied bv employee's daDendents. or 

El The permanent resideoce is maintained at a net expense to the employee exceeding 

$200 per month. 

iQ1 The employee must submit substantiating evidence of tbese conditions to lbe 

appoinling power in accordance with its reauirements........ 

Ml Employees who do not meet the criteria to claim (J I or (2) above may claim $12,QO 

for meals and incidentals and $12.00 for lodging for every 12 to 24 hours at the long term location; 

$12 for meals OR lodging for Qeriods pf less than 12 hours at the long term location. 
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ill Witb appr9v~1 of th{! apPQinting power, the reimbursement of long term lodging maY' 

contInye when the employee i11 ~way from the long term location on short term bysiness travel or 

other absences from that 10cEltiQn as approved by thEI apoointjng authority. 

(d) Out~of-State Travel. Qut-of~slata travel is any trayel Qutside tbe State of California for 

the purpose of conducting business outside the Statel of Califprnia .. For short-term out-of-state 

travel, employees will be reimbursed for actual lodging expenses, supported by a receiPt, and will be 

reimbursed for meal and incidental expenses as defined in Section 599.619(alm. Failure to furnish 

lodging reoeipts will limit reimbursement to the ~1iJ noncommercial trave! rate specified in 

Section 599.619(al{2HAl ill. NOReemmefeial 91:1t ef etate tracel will ee FeimDl:lfSe6 according to 

SeetieA e88a1H 9~el, Long-term out-of-state travel will be reimbursed according to 

Section 599.619f1:* lkl. 
(e) Out-of-Country Travel. For short-term ()ut-of-country travel, employees will be 

reimbursed for actual lodging expenses, supported b" a receipt, and will be reimbursed for actual 

meal and incidental expenses a6.~iAe8 iR SeetieR 6:~8.818(a)(11l>ubiect to maximum rates in 

accordance with the .pUblished Government meal and incidental rates for foreign travel for the dates 

of travel. Failure to furnish lodging receipts will limit reimbursement to the leEl§iR§ rumcommercial 

rate specified in Section 599.619(a){2HAt IQl. Long-term out-at-country travel will be reimbursed 

according to Section 599.619(a) through (e). 

(f) Exceptions to reimburse in !l!xeess of In" maximum lodgjng rate Cited in fa} of this rule 

may be granted these pro¥isioAS to pro "ide hifJher subsisteAce 1:IIIoWflAeEle flits..,. 1:18 ~feYee iF! 

ad '<1 a nee by the Appointing Power only Oireetor of the DepaftfAeAt~f PoeresRRel AEiffliAi6fi'at1eft in 

an emergency. or when there is no lodging availabl~ ;"1 the State maximum rate or whl!ln it is 'cR§t 

effective. CPA fAa", defegat&1:II;Jtf:l&Fit'f 4e-apt:l8iAliAfj ~a .... 'erEl 1'& ~o ledgiF!g e-xpeRses iF! excess 

of the ostabltsl'lad leEiijiFtfJ rates. The Appointing Power shaI! document the reasons for each 

exception aod shall keep this documentation on file for three calendar years from the date of the 

exception. 

NOTE: AuthoritY cited: Sections 3539.5, 19815.4(d), 19816 and 19820, Government Code. 

Reference: Sections 3527(b) and 11030, Government Code. 

599.623. MiscellaneQus Meal Expenses-Excluded Employees. 

AF! f))(olooed employee is defined in Seetion 599.616(91 of t~eso-re~I:ff.atieAs. 

(a) Overtime Meals. When an employee...usigoed to work weak group 2 is reQuired to 

work overtime, he/she may receive an overtime meal alfe.,aFlee reimbursement of up to $8.00. To 

be eligible, the employee must be required to report to work at least two hours prior to or remain at 

least two hours past his/her regularly scheduled work day, or work a minimum of 10 hours on a 

regularly scheduled day off or holiday. 
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When required to work for extended periods of time. the employee may be reimbursed for 

meal expenses prescribed herein for each additional six·hours of Qvertime worked ~ried. No more 

than three overtime meal allowances may t;>e claimed during any 24-hour period. The meal time 

itself shall not be included in the computation of overtime fer purposes Qf this eileweRee section. 

AfjeAeiefii oJ*!Fatiflo faeili:ti96 fer feeEliRti effiearB, e~eSI BAd official guests ma¥ fOfAisA 

8A a#ieial guest meal ro aft eltE!ltlseei eFfll3le,eedn ... Wu of overtime meal reimbursement agencie§ 

operating fgod service facilities may furnish an overtime meal to an excluded employee. Agencies 

shall maintain a record of all ~eals furnished f.or this purpose. An excluded employee may 

not claim reimbursement for an overtime meal or be furnished a meal free of charge if claiming f'lef 

EHefR trayel meals. 

Meals for Extended Ardyous Work. On those rare occasions when an employee whQ is in a 

work. wek group other than work week group 2 would be required to physically or mentally work 

1 Q .bours or more (not inCluding any breaks for meals) for an extended period of lime. the emplQyee, 

with approval of the appointing authority, may claim the actual cost of an arduous work meal up to 

,8.00. Such meals should only be approved when it is clear that the work schedule is consistently 

in excess of ii normal full time schedule. Occasional extra hQurs worked. consistent with the nature 

of an other than Work Week. Group 2 work. schedule, do not meet the criteria for Extended Arduous 

Work Meals, 

(b) Business-Related Meals. WheR it is necessary fer an e'IEell;laed emplE)'fee ta aan9uet 

affieial state-.eI:fSiRe69 ~:h:~FiR6 a FReal. Ae/s/=le FFla¥ be fCimsl:lrsed far aewaf meal e.penses up ta the 

malPiimums prescribed in Seeti9ft &99.619(aI(1). I.bJs u.ctioo is inteaded to allow an agency to 

reimburse emplgyees for meal expenses in the limited number of instances where they are required 

to incur such expenses in connection with the conduct of official state business with a Qerson or 

persons from outside state government. 

When it is necessary for an excluded employee to conduct official state business during a 

meal. he{she may be reimbursed for actual meal expenses. suopooed by a receipt. UQ 10 the 

maximums prescribed in Section 599.619(a)(1). Claims must include the establishment. the 

persons in attendance. the 'busines.s conducted and 'the reason why the business had to be 

conducted during the meal period . 

.Business meals are not reimbursable when deQgamenJ§ call meetings with their own and/Q! 

other department employees to conduct state bysinnn.:. 

ill To claim reimbursement for a business-related meal. the circumstances surrounding 

the meal must be beyond the control of the excluded employee and it must be impractical to 

complete the business during normal working hours, such as: 

.!ru to condyct state bUsiness With a person or persons from outside state service when 

availabilitv of the person Qr persons is limited and it is imperative that business is conducted during 

tM meal period, or 
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W to attend a board or commission meeting where anendi!nce is mandatory and there is 

no adjournment dyring th\l meal period. An e)(eillacd employoo ma'f (lot claim r:e+mbuFsemeRt for a 

business Fe~atea ffleal if-fle/she is claiming pcr dieFn. 

ru Claims for meal expenses where business is incidental to the meal or the attendance 

of the excluded employee is primarily for public or cllmmunity relations are specifically prohibited. 

:rl=tis ~eetier; is i~1:sReea ta aHew SA 81118R6't-4:& re.tm60f6C e .. elLided em~IGVees for -meal 

o)(pet'tses in lAS lifRi'eEi RI:IFRber ~f iRstiHlOO9 wAare '00,. arc reqoired to inour sueR e)(~enses in 

eonnoetieR with .tie eeAEiuel af effie.sl Slate Busjne~i5T (c) Meals of Appointees. Members of 

non-salaried boards, commissions," and duly constituted advisory committees may be reimbursed for 

actual expenses up to the maximums prescribed in Section 599.619{a}ffi when attending board, 

commission, and committee meetings. The restrictlons of Section 599.616 do not apply. They 

may not claim this if they are also claiming subsistence allowance while on travel status. 

While on travel status other than attending board, commission or committee meetings, 

appointees may be reimbursed for expenses prescribed in Section 599.619. 

(d) Excluded employees of the Department of Forestry engaged in emergency fire 

suppression activities may be reimbursed for ~ meal expenses without regard to Etftot mileage 

and time frarJJJj~ limitations to the extent that cjrcum~:tances reasonably requjre "such an eAC6Dtjon .. 

Emergency fire suppression activities are defined as actions taken under emergency conditions to 

extinguish uncontrolled fires which threaten to destroy life, property, or resources. 

PerseRnel Administration. Agencies operating facilities for feeding officers, employees and official 

guests may fyrnish an official guest meal to an eme1oyee. Agencies shall maintain a record of all 

guest meals furnished for this purpose. An emDloYEle may not claim reimbursement for a travel or 

overtime meal that has been provided as a guest meal. 

NOTE: Authority cited: Sections 3539.5, 19815.4[d). 1981 Sand 19820, Government Code. 

Reference: Section 11030, Government Code. 

599.624.1 Contracting for Meals and/or lodging I:xpenses - ExCluded Employees. 

ARQointinp authorities may enter into agreements with restaurants, hotels, and lodging 

establishments for the fyrnishing.of subsistence to Sttate emRloyees at or below the rates provided 

in these rules when such method of handling is advantageous to the State. When such agreements 

i1!re entereg into, the vendor may receive eayment eilher from the employee, a srour! leader or by 

billing the State on a regular itemized invoice. 

W Group leaders who pay subsistence expenses for other personnel may claim 

reimbursement by submitting a vendor's invoice and a list of names of the employees whos.,e 

expenses were paid. 

9 



1.bl Individuals who have specific meal and/or lodging expenses paid by the group leader or 

department may not ~Iaim reimbursement for those meal and lodging expenses per 599.619. 

kt The total payment under any such agreement shall not exceed the aggregate of the 

subsistence allowances otherwise claimable bv the participating employees • 

.lQl No iodiyjduaPs reimbursement shall exceed the raters) negotiated under the [!rovisions 

of this section Qr the maximum subsistence rates provided in these rules. whichever is less. 

NOTE: Authoritv cited: Sections 19815.4(d)' 19816 and 19820. Government Code. Reference: 

Section 11030, Government Code. 

599.626.1, ~eceipts Of'v.ewR8fB -- Excluded Employees. 

An excluded employee is defined in Section 599.615(b). 

(a) Beceipts are required for each item of expense of $25.00 or more. As specified in this 

rule l receipts are also required for items of expense of less Jhan $25.00. Receipts Of WoueAers shall 

be' submitted with claims for every item of bu.siness expense incurred while away from headquarters 

conducting state busin~ss except for actual expenses as fallows: 

(1) Railroad and bus fares of less than $215.00, whom the fares are avatlable in fJliblishOO 

tariffe, BREI ~ travel is wholly within the State clf California. HowetJer, vouehers FFlli51 be 

6~ittad iR the ease ~vsh pUFehases at air'plane traltiel, Pullman aeeeFRFFlesatiens, '9f e)!'tFa .fare 

~raiR, tFQ';flIll:ty BA'J" eafRR'laA earFier outside of the Sfate e)!'oept til)!'i or ROfel BUS fares. 

(2) Street car, ferry fares. bridge and road Jolls,local rapid transit system, Iaxi, shunle or 

hotel bus fares l and parking fees of 1&Elt'i-tfla~ 52&.90 $10.00 Qr less for each continuous period of 

parking or each jtem of transpooatjon expense noted in this item. 

(3) boog disUJAee lielephone, Of telegraph", fax or ather business charges related to State 

business of $5.00 or less, if Elate. ~aee aREI ~art,' sallee aFeshewA, tlAles& tAe :telephoAe eall-is 

iA e)Eeess Elf $2.60 iR whieR ease ¥el:leRers or -etl=ter supportiRfi evidoooe shall ~e EilFervlEleEi 

~4. Ta)(i Of' ROfol bus fares af less than 826.00, when neeessarv ~peA effi$ial i:JI:ISiA8S&;

tel All ~egal e)(penditures (If $1 ar less. 

(6) Parking foes af $~.OO at' less fer SA'f eAe eeR1:iAl:letlS j:l8rieQ ef f30jafldRg. 

(b) 11\ easos where reeeipt$ caRnot be eetaiRed ar fl3'a1O beeR lest, a stat&AW!At 1:e 1:I:Iat 

eff$et eRall se FRaSe SRd a satisfae1:Of¥ e)(planation gi'alOFI en tRe tra'Jl'el expense claim. In the 

absence of a receipt, reimbursement shall be limited ~ to $~ tbe non-receiPted 

amount above. In the absence o~ satisfactory explanation na reimel:lFSemeRt shall be- allO\l\'ee. 

Ie) Regardless of the exceptions in fa) above, the authority approving the claim and/or the 

appointing power may require any additional verifictltion, or information. hlUshe deems necessary tQ 

determine that an expense was actually aod reasoMbly incurred, In the absence of satisfactorY 

ex[!lanation no r~imbursement shall be allowed. If there is reason to believe that inappropriate non-
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r~creipted expenses have be!;.3n claimed. receipts may be raoujred for each item of expense listed 

above for f\,ltyn~ tram 

NOTE: Authority cited: Sections 3539.5,,19815.4(d), 19816 and 19820, Government Code. 

Reference: Section 11030, Government Code. 

599,626,] transportation Expenses - E)Ccll.lded EmplOyees. 

li!l Transportation expenses consist of the charges for cQmmerci~1 carrier fares; prjvate 

car mih~~g!;! allowaoces: emergency repairs to state ~:ars; overnight and day parking of §late or 

pri\li!te'Y40wned cars: bridge and road tolls; n~r;:~$Sal'y taxi, bus. or streetcar fares: and all other 

charges ~ssential to the transport from and to the official he$ldguaaers while on authorized stats 

business . 

.f.!ll Reimbursement will be mage only for the method of transRoaation which is in the besI 

interest of the State, considering both direct eMemN as weI! as the officer1s or eml21oyee's time. 

Provided the mode pf transportation selected does nOJ conflict with the needs of..the ageocy< the 

officer or employetl may use a more expensive form of transportation and be reimbursed at the 

amount required for the leaSI expensive mode of tra',el that Is in th!;! best interest of the state. Both 

modes of transpgrtation will be shown on the travel claim with reference to this section. A cost 

cqmparison shall be completed and attached to the (jlaim. Cost comparisgns shall include only the 

leaSI co§tly methods of transDort for those expense§l actually being substitutfild, and shall include 

only the expenses of traveling from ooe..!Qcation to Mother. Transportation eXRense at Ihe travel 

work location will be reimbursed based on the actual business trarisportation expenses incurred 

while at Ihe travel location. 

~ Expenses arising from travel between home or garage and headquarters shall not be 

allowed regardless of the employee's normal mode pt transporIation. When a trip is commenced or 

terminated at claimant's home, Ihe distance traveled shall be computed from either his/her 

headquarters or home, whichever shall result in the lesser distance. 

Exceptions to the above are: 

ill Where such expenses are incurred by call back to work necessitating more than one 

triO to the work location on a normal work day or bv reason of any: call back or pce·scheduled work 

on an emplpYee's normal day off. 

ill When travel to or from a common carrier commences OC terminates one hour before Qr 

one hour after the regularly scheduled work day or on a regularly scheduled day off, distance may 

be computsd from the employee's resjdence in accordance with Section 599.631. 

13) When the criteria in 599.626.2 for remote head.a.uar.ters are meL. 

iQL Wben an employee'S regular work assignment reguires himlher to rotate among two or 

more posts or work stations at different geographic locations and he/she is instructed to report to a 
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designated post, the reimbIJrsflble distanlre from hisn,er home to the designated post and return 

shall be limited to that wbi~h exce~ds the rQund trig ~i§.t;;!n£'i from hi!i/h~r h9me to his/her 

designated h~egguarters. Rejmbursement shall be cClmputed at the rate set forth yoder Section 

599.631 . 

.uu No reimbursement will be allowed for tl'anspoaation expense when the employee uses 

a privately-owned motorcycle or motoc-driyen cycle in the conduct of state business, 

NOTE: Authority citeg: Sections 1981 9.4(d), 19"816 and 19820. Government Code. Referencfl: 

Section 11 03Q, Government Code. 

599.626.2, Remote Headauflners • Excluded Emplo~ 

When the headquarters of a permanent, full-lime employee is located 50 or more road miles 

one WiN from the nearest residential area with available housing, the appointing power may 

iilulhorize payment of expenses incurred by an employee in the use of a privately-owned vehicle to 

commute. 

iil The appointing Dower is required to maintain records with regard to the location of the 

nearest residential area with available housing and arnount of mileage to be paid. Any 

reimbursement will terminate immediately upon the cieveIogrnent of available housing within 50 

miles pf the headquarters . 

.lbl Reimbursement will be at the rate provided in Section 599.631 (bl for distance driven 

and aythprized jn accordance with this rule and beinn in ex~ess of 100 miles round triQ. 

W The term "available housing- as use!if in lhi§ l$ubsection is intended JO rela~e Brimarily 

to the quantity of hOUSing available and not to its Qyality or cost 

12L Distance will be comeuted from a location within the selected neareSt residential area 

to the employee's work headquarters by the most dil"ect road roy@ and not the actual miles driven. 

1§l If an employee's residence is oot locatEld io the designated residential area. but is more 

than 100 miles round triB from his/her remote location headauartersr helshe may be reimbursed foc 

travel from his/her residence or from Ihe selected location within the designated residential area. 

whichever is less. 

ill Payments wjl! be aythorized only if the appointing power has determined that the 

employee cannot participate in a department-sponsored car or van pool, 

.(g1 An employee whose headquarters is designated as remote and who lives in the 

designated residential area ·who is required to repolJ to a work site other than headquarters for a 

particular day. and whQ is reCluked to use bisLher ow.n....vehjcle shall receive payment for the round 

trip from tne designated residenti;;!' ;;!rea to the work site. 

1hl An employee whose headgu~rters is designated as remote and who lives less than 50 

miles from headguarters, whQ is required to report 1t:I a work site other than headquarters for a 
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eilrti!f\,llar day, and who is required to use his/ber own vehicle shall receive payment fQr the round 

trie frQm his her own residence to the work site or hislher headquarters to the work site. whichever 

is less . 

.ill An employee whoSQ headauarters is desjgnated as remote, who does not live in the 

designated area but lives more than 50 mj!ss from hjl/her headguaaers, who is required to report to 

~ work site other than headquarters for a particular day and who is reguiredJo use hislher own 

vehicle shall receive payment for the actual round·trip distance by the most direct route, not to 

exceed: 

111 The di§tance from the designated residjantial area 19 th~ wQrksite. or 

ill The di~tance from the emoloyee's headouarters to the work site, whichever is greater. 

NOTE: Authority cited: Sections 19815.4(dl, 19816 and 19820, Government Code. Reference: 

Section 11030, Government Code. 

599.627.1 Special Transportation - fxcluded fmpl,oyees . 

.w. Where it is authorjzed and necessary' to hire special conveyances. e!Ce.Dt automobUes, 

~ full explanation, stating the facts constituting the rlecessity, shall accompany the expense claim. 

ill ~ommercial Automobile Rental. 

ill Reimbursement will be for actual and necessary costs of sueb rental when 

substantiated by a receipt,· Where it is necessary to pay E!xtra charges or premium rental rates for 

a larger vehicle Qr 9ne that is speciaUy equipped, a full explanation shalf accompany the expense 

claim. Rejmbursem~nt of the additional expenses shSlI! be subject to approval by the ap(:!ointing 

power, 

m Reimbursement will not be made for a darnaQe waiver. Reimbursement will be made 

to the officer or employee for any loss necessarily S\Istained by him/her not having Qurchased such 

waiver. 

!&l. Where a privately owned bicycle is used in the conduct of official Slale business, the 

employee will be aIlQwed to claim 4 cents per mile. 

NOTE: Authority cited: Sections 19815.4!dl. 19816 and 19820, Government Code. Reference; 

Section 11 a30r Government Code. 

599.628.1. Transportation by Aircraft· Excluded fmployees. 

In the determination of fare or mileage reimbursement for transportation by airplane, the 

point of origin and return shall be an appropriate airport facility serving the area af the employee's 

.residence or headquarters, whichever is most advantageous for the State. 
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12l Schegul§d Airline, Reimbursement of Elxpenses for transportation by scheduled airline 

sball be at the current contract rate; except that whElO the employee's actual airfare is lower, the 

lower amount shall be reimbyrseg. Claims for r!}imb~lrsement of higher fares or extra charges for 

transportation by scheduled airline may bQ allowec;! if' jiJccompanied bv a full explanation stating the 

fi'lctsconstitutjog the official necessity, and approvecj by the appointing power. 

ill priyately-Owned Aircraft. A claim of an employee for transPQrtation by priyately· 

Qwned aircraft shall be allowed where he£she has obtained prior approyal of the use of this form of 

tri!nliPoa3tiQn from hjs/ber department. If an employee i~ tg act as pilot, he/she must satisfy the 

following in§yrancre regl,Jiremeots; 

ill certifjcate of curr~nl insurance in an amount of not less than $SQ.OOO per persgn 

liability, 

ill <rtlOificate of current insurance In an amount gf nQt I~ss than $1 ,ooo,ogo liability per 

incident. 

111. R/iimbursement for the y.se of the emplQyee's privately-owned aircraft shall be made 

at the rate of 6Q S?~nts per statute mile. Claims for reimbursement for privatelY-Qwned aircraft 

expenses must inc1ud'i' the civilian airplane license OIJmber and the name of each staOxe officer; 

employee; or board. commission. pr aUJhorirt member transpgrted 00 the trip. No reimbursement of 

transDQrtation expenses wi!! be allowed Slny employee while a passenger in any airplane operated by 

another officer4 ernQloyee or member . 

.!Al Distance shall be computed on the basis of shortest air route from origin to 

destination. using airwaY12 whenever possible. Dist9lnce shown on claim shaU be clearly marked" Air 

Distance.-

1m When the trip is limited solely to state business and the "Air Distance" cannot 

accyrately be computed from origin to destination. the department director may aythorj:;!8 

reimbursement for the actual cost of renting a plane. 

Ml Reimbursement for use of a ranted airc:raft will be for actual and necessary costs of 

such (ental when substantiated by a receipt. 

1Al Reimbursement wjll be authoriud only for the sIze and type aircraft necessary to 

complete the assignment· 

1§l When substantiated by a receipt, reimbursement will be made for actual and necessary 

expenses for landing and parking fees in connect jon with the yse of the aircraft. Reimbursement 

will nOl be allgwed for storage or parking fees at thE! location where the privately·owoed aircraft is 

normally stored, 

J.§l If an employee is to act as pilot and carry passengers helshe must, in addition to 

Federal AYiatjon Admjnistration Regulations, have previously logged as a certified pilot, at least 

250 hourS of actual flight as pilot in command of an aircraft, and have logged. as a certified private 

pilot jn command of an aircraft, at least 40 hours of actual flight within the preceding 12 months. 
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Any employee pilot who has carried or intends to carry passengers may be required to present 

bis{her 109 book substantiating that helshe meets the requirements. Passenger shall be defined as 

ilny person other than the pilQI trflveling io the a;rcra-Ft. An emplp,!eQ pilot who carries a passenge[ 

but fails to meet the above gualifications shall not be reimbursed for transportation expense.. 

1£1 payment of fare. Payment for transportation by aircraft may be mad!} by (1) cash. (21 

credit card, g[ (3) ticket order. When payment is made bv cash, the travel expense ,I{lim must be 

accompanieq by the trayeler's flight coupon, in accordance with Section 599.625(a)(1). If no flight 

coupon Wgll issued. as may be the case with chartered oc private aircraft, a formal rer;:eipt must be 

submitted. If payment was made by credit card or by ticket order, this should be noted 0" the 

trave! expense claim. 

llU Air Travel Insuranc§, .Any state agene" ma,! insure its officers and employees against 

injury Qr death a~;sin9 from aircraft accidents incurred while flying an state business in other than 

regularly schedYled passenger aircraft, subject to the following conditions: 

ill Insurance shall be provided only to those employees who are directed to fly to fulfill 

their work requirements. Insurance coverage shall ""t be provided when the use of a privatelY-Own 

aircraft is for PQint-to-point transportation and is a voluntary response from the employee, even 
(" 

though s!JJ:h USe may be adVi1!otageous to the State. _ 

ill Application for insurance shall be submitted t04 and the insurance procured by, the 

Department of General Services. 

m E!eept as provided in subsection (4) bEllow. the maximum limit of such insurance shall 
, 

be $15,000 in the case of death or dismemberment for each officer and employee. 

141 For excluded employees, as defined in Section 599.619.1, the maximum limit for air 

travel insurance shall be ~5Q,QOQ in the case of death or dismemberment for each officer and 

employee. 

NOTE; Authority cited: Sections 19815.4(dl. 19.816, and 1Sa20, Government Code. 

Reference: Sections 11 03Q and 11030.5, Government Code. 

599,629.1 Railroad Transeortatlon - Excluded EmDJ~ 

.uu No more than ac:tu.al fare on any transpoqation service, in accordance with the lalest 

tariffs at the time the trip was made, shall be aJlowed. Special rales and round-trip rates shall be 

used whenever possible. 

1hl Reimbursement for roomette or Pullm3!J accommodations will be allowed. Where iI is 

necessary to use Pullman accommodations more expensive than a roomette, a full explanatipn 

stating the facts constituting the official necessity shall accompany the expense account together 

With a receiPt. 
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!Ql Unysed portions Of railroad and sleeping ear tickets are subject to refunds and all steps 

n~~~nary to secure refunds on such tickets shall be .taken . 

.@ Any ynusual delay or a deviation from the shortest, usually travelled route shall be 

explained . 

.!il Any expenses related to deportation will be reimbursed jn accordance with reederal 

Immigri!tion and Natura!jzation Service rulas. 

m Meals incurred while on overnight train travel will be reimbursed in accordance Witb 

Section 5QQ.619, 

{g1 Tickets for rail transpoaation Qr Fullman accommodations may be purcnased by the 

individual. by credit card, or ticket order. If purchased by credit card or by ticket order. this faCl 

should be noted on the individual's expense claim. 

NOTE: Authority cited; Sections 19816.4!d), 19816 and 19820, Government Code. Reference: 

Section J 1030, Government Code, 

699.631. Transportation by Privately Owned Automobile-Excluded Employees.AR exeh:leee 

emplayee is aefiAe6 iA SeetteR 699.816(&1. 

Ca)Where the exeluded employee is authori2ed to use a privately owned automobile on , 
official state business a the reimbursement rate snail be &f...Jm..!Q. 24 cents per mile will be aH&weEI 

without certification and up to 30 cents per mile with certification that the cost of ooe.ratiog the 

vehicle meets or exceeds the ratE! claimed .. Claims for reimbursement for private vehicle expenses. 

must include the vehicle license number aDd the name of each state officer, employee or board, 

commissioo or authority member transported on the trip. No reimbursement of transpgrtatiqn 

@pense shall be allowed any passenger in any vehicle operated by another state officer, employee 

or member. The OepaFtmeFlt af li'eF8aRRei ASFAiAistf'a4;iaA may establish apprapria1:e oBAtrols Q>,.10F 

pa'yFFl9Rt af 'his alleW3ReC b't' a state ageAC'( whefEl>=the ~artFAeM reQs&Aal:lly belie~es that proper 

(!BAtroi has RetheeR 8)(efoeiseEi 9Y #!e-atleAoy. 

ill Expenses arising from travel between home and headquarters or garage shall oQt.be 

allowed, ~xcept as provideS!;n '599.626.1Ic) or 626.2. r§Slardless of Ihe employee's Qormal mode of 

transportation. 

121 When a trip is commenced or terminamd at a claimanfs home on a regulady 

scheduled work day, the distance travelled shall be comguted from either his/her residence at 

headquarters, whichever shall result in the lesser distance @xcept as provided in 599.626.1 (cl. 

m However, if the employe» commences or terminates travel on a regularly scheduled 

day off. mileage may be computed from his/her residenee. 

Cb) Where the exeluded employee's use of a privately owned automobile is authorized for 

travel to or from a cornman carrier terminal, and the automobile is not parked at the terminal during 

the period of abseAoo travel, the employee may claim double the number of miles between the 
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terminal and the employee's headquan:ers or residence, whichever is less, at a rate as defined in 

Section 599.631 (a), while the employee occupies tile automobile for the distance between the 

terminal and his/her residence or headquarters. If thel employee commences or terminat<:ls traval 

one hour before or after his/her regularly scheduled work day, or on a regularly scheduled day off, 

mileage may be computed from his/her residence. ~tR&-emt*e~ee teFmiR3'tes tra-.el ORe hOl:Jr after 

Ris#:lcr regularl ... sohedkjlae WeRt ea';, eF eA a Fefjt:llarl'f ~euled day off, mileage mal" be eemputad 

tel:iie/RBF FesideFleo, 

(c) All ferry, bridge, or toll road charges will be allowed with any reQuired receipts. 

(d) All necessary parking charges while on state business will be allowed, with any 

required receipIs( for: 

(1) Day parking on trips away from the headQuarters office and excluded employee's 

primary residence. 

(2) Overnight public parking on trips away 'from the headquarters and excluded 

employee's primary residence, except that parking ~ouki shall not be claimed if expense-free 

overnight parking is available. 

(3) Day parking adjacent to either a headquarters office, a temporary job site or training 

site, but only if the excluded employee had other reimbursable private or state automobile expenses 

for the same day. An e.eh:H~oo employee may not prorate weekly or monthly parking fees. 

(e) Gasoline, maintenance and ~automobile repair expenses will not be allowed. 

(f) The mileage reimbursement rates include the cost of maintaining liability insurance at 

the minimum amount prescribed by a law and collision insurance sufficient to cover the reasonable 

value of the automobile, less a &taf+da~ deductible, When a privately owned automobile operated 

by state officer, agent or excluded employee is damaged by collision or is otherwise accid'entally 

damaged, Feesooable reimbursement for repair or the deductible to a maximum of $500.00 will be 

allowed if: 

(' ) The damage occurred while the automobile was used on official state business by 

permission or authorization of the employing agency; and 

(2) The automobile was damaged through no fault of the state officer, agent or 

employee; and 

(3) The amount claimed is an actual loss to the state officer, agent or employee, and is 

not recoverable directly from or through the insurance coverage of any party involved in the 

accident: and 

(4) The loss claimed does not result from a decision of a state officer, agent or employee 

not to maintain collision coverage; and 

(5) The claim Is processed in accordance with the procedures prescribed by the 

Department of Personnel Administration. 

(g) Specialized Vehicles. An e:ltel~('jee employee with a physical disabilitY who must 
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operate a motor vehicle on official state business and who can operate only specially equipped or 

modified vehicles may claim a rate of 24 cents per mile without certification and up to 37 cents per 

mile with cenification. Where travel is autnorized to and from a common carrier terminal, as 

specified in Section 599.631 (bl the employee may compute the mileage as defined in Section 

599.631 (bl. Supervisors approving these claims must determine the employee's need for the use of 

Such vehicles. 

NOTE: Authority cited: Sections 3539.5, 19815.4(d), 19816 and 19820, Government Code. 

Reference: Section 11030, Government Code. 

~99.§~~.1 Tri;'vel Reimbursements While 9" Sick Leave, Vj;!cation. Other Paid leave, or 

Compensating Time Off (CTO) - Excluded Employees. 

iRl When a state officer Of employee ;s gr.aoted sick leave while away from his/her 

headquarters for purposes of state business, the apJ}QintiDQ authoritY may approve such officer or 

employee to claim reimbursement for actual travel expenses nOI to exceed the maximums 

prescribed bv these rules during sych sick leaye, for a period not to exceed three days, This time 

limitation may be extended in unusual cases appravl~d by the appointing Rower, when either Ihe 

employee is unable to travel.. or when it is more economical for the staJe to maintain the emeloyel'} 

on sick leave and travel status in order to complete the assignment. 

ill When iJ llnU~ officer or ftm(!lov.ee is authorized time off for vacation or cro while 

sway frgm histher h~adquarters on Slate business, reimbursement for travel expenses during sych 

vacation ar CTO shall nat be gaid. 

kl. The appginting power may make exceptions for employees on long term assignments 

for long term lodging expenses only that are incurred at the long term location and will continue 

during the employee's absence. 

NOTE: AuthoritY cited: Sections 19815,4(d), 19816 and 1982Q, Government Code. Reference: 

Section 11030, Government Code. 

599,633.1 Travel Reimbursements While on Sick leave. vacation, Other Paid leavef or 

Comgensatjn.g Time Off (erO) - E~c'uded Employees. 

litl Wbe[! a state officer or employee is granted sick leave while away from his/her 

headauarters for purposes of state business, the apllointing authority may approve such officer or 

employee to claim reimbursement for actual travel expenses not to exceed the maximums 

prescribed by these [ules during such sick leave, for a period nat to exceed Ihree days, This time 

limitation may be extended ;n unusual cases approvl~d by the appointing pawer. when either the 

employee is unable to travel, or when it is more eCQQQmical for th" state to maintain the employee 
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on si~k leave and travel status in order to complete the assignment. 

l!2l When a state officer or employee is authQrized time off for vacatiQn or CTO while 

away from his/her headquarters on state business, reimbursement for travel expenses during such 

vacation or cra shall not be paid. 

1IU The appointing power may make exceptions for employees on long term assignments 

for long term lodging expenses only that are incurred at the long term location and will continue 

during the empl2vee's absence. 

NOTE: Authority cited: Sections 19815.4(d), 19816 and 1 ~a20, G9vernment Cage. Reference: 

Section 11 Q;30r Government Code. 

1:i99.636.1 Attending Conferences. Cpnyentions ·IExr;!ud§d Employen 

For the purpgses of this rule a conference or conventioo is a meeting, with a formal agenda. of 

persons to discuss or consult on specific work related sybiects with the purpose of $=!changing 

views, providing lecture or dialogue or providinq or tlaining skills and/or informarion for the good of 

the State • 
.!ill.. Under the direction of the Appointing Power. a State Sgonsored Conference or 

Convention is planned and arranged by ooe Qr more state agencies for the benefit of the state 

and/or outside parties for the purpose of conducting State business. Specifically excluded is any 

event, meeting or gathering initiated by a state agenl;y for ~issemination of jnformation to its own 

departmental employees. Costs and reimbyrsements for State Soonsored conferences are subject 

to the exclusions in (e) below. Approval for any individual employee's attendance or participation in 

a State Sponsored conference is at the sole discre1i(l.n of the appointing authority. In planning and 

contracting any State sponsored conference, considl~ration is to be given to State-owned facilities 

and inter-j!gency meeting facilities. responsible scheduling. cost effective lodging and meal 

expeo.s.es. awareness Of the public perception of state eme/oyee activities, and the overall mission 

of the event. 

ill Meals. Meals that are determined to be an integral part of the conference rna'£. be 

provided if the conference continues to be conducted while the meal js .served and consumed. 

Conference planners may contract for lhe conferencl3 meals at reasonable mea! rates and such costs 

may be included in registration fees for the event. Mea/s not included in registration fees or not 

provided as part 2f the conference will be reimbursable in accordance with 599.619 .. Meals 

provided shall not be claimed or reimbursed. 

m LOdaiOQ, kodging mayor may not b§ negotiated as i! part of the co,nf!;rence. 9ackage. 

When it is ilppropriate to 'r0nJraq for lodging. rates will be negotiated in the best interest 2f the 

State. at the lowest rate possible to a maximum of $110 .. and be based only on those individuals 
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who would oQrrnally spend the night cQnsidering the distance and duration of their travel status as 

defined in section 599.§19. 

ill Non-state sponsored £onference 9r convention 

ill At the discretion of the appointing powe~ and if not included in a regjsWltiQn fee O[ 

otherwisq provided. and sybject to the restrictions in item (eI, employees may be reimbursed for 

ilCJIJPI ID{!ijls and lodging e)(Denses inc!yded in the conference, sugPQ!1~2.. by receipts. Meel~ ijnd 

lodging oat contracted for the event shall b~ reimQul'§ablg at the rates set forth in 599.619. 

ill At the discretion of th9 ~pPQinting power, but io accQrdance with lcl below, registration 

fees may be reimbursed totally or in part, based on th~ State interest being served. the needs of the 

department {And the costs incyrred. 

W Specificj!lIv excluded from this rule are: 

ilL Meetings initiated by a department for employees of that same depacrmenI, 

ill ConferenCE! meals that are secondary to the business being conducted, or that are 

optional, oqhat i,lrtJ organized for social purposes, 

ru Any activititJs or expenses related to recreation, sports, entertainment or toyrism, 

M1 Anv expense for al!;QbQlic beverages, 

NOTE: Authority cited: Sections 19815.4(d). 19816. and 1982Q. Governmem Code. Reference.:. 

Section 11030, Government Code, 

599.636.1 Return of Deceased .EmplQyees - E!clude.d.., 

When a state officer or employee dies while travelling on official state bysiness. reimbursement may 

be claimed fqr actual and reasonable expenses incurred in lransponing( in state. the remains to the 

place of burial. lyp to the amQunt necessary to return the remains) or to thE! official headquarters of 

the deceased, ClaimsJor the r@imb\,lrsement of sueh expenses shall be submitted to the State 

Controller by the person responsible for payment of the funeral expenses, Each claim shall bear iii 

ceaifieatlon by the appointing power that the emplovee was traveIling on official state business at 

the time of hls/her death. Actual costs of the following will b§ considered necewrv travel 

expenses for which reimbursement will be made . 

.00 10 all cases.. regardless of mode of transportaWn: 

ill Telephone or telegraph charges for shipment arrangements. 

ill Transpoaation of the. remains to the funeral home and preparing the remains for 

shipment . 

.!.hl When a portion of the shipment is by common carrier. 

ill Transportation by common carrier to the receiving poim nearest the official headguarters 

Of place of burial in the state where headguartered. _ 
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ill TransporIi'lIion one way from a funeri'll home to a shipping station and from the receiving 

stiUion determined by paragraRh (1) above to the headquarters location or place of burial, as 

applicable. 

ill Outside transportation case or metal transfer case as reguired. 

1&1 When shipment is made. by funeral coach alone, reasonable trensportation costs for 

mileaQfl.one way, from the pick-up point to the city in which the gfficial headquarters of the 

deceased was located, or to the pla~e of burial in {bill state, whichever is designated bv the 

suryiying resDonsibl~ pa!lY. 

NOTE; Aythority cited: Sections 198] 5.4(dL 19SBt and' ga20, Government Code. Reference: 

Sections 19849.3 and 19463, Government Code. 

699.638.1 Expense Claim Form - Exeluded Employees . 

.!ru No travel expense claim shall be paid unless sybmitted 00 a Travel Expense Claim, 

Standard Form 262 or some other form approved by the Contrglle~ All eXDElnSe cleims shall be 

itemized. ac(;pmRanied by the necessary recei[?Is and supporting documentation and approved by 

the authQri~ed officer<sl. It is the responsibility of the officer approving the claim to ascertain tha 

necessity and reasonableness of incurring expenses 'For which reimbursement is claimed and that the 

expenses claimed are in compliance with these regulations. 

ill Expense claims shall be submitted at least once a month and not more than twice a 
,. 

month. If the amount claimable for any month does not exceed $] O. the (mog may be deferred 

until the total amount c:laimable exceeds S 1 0 or until June 3~. whichever occurs first, Travel 

expenses claimed for July 1 and beyond must be on a separate travel expense claim from those 

claimed for Jyne 30 Qf eadier. Expense claims totaling less than $1 shall not be submitted Or paid. 

1£1 Each Qfficer and employee makir'lg a claim for travel expenses must show the inclusive 

dates of each Irip fQr which allowances are claimed and the times of departure and return. Time of 

departure and return means Ihe time emplo'(ee staas from or returns to his/her office or, when 

leaving on a trip or returniOQ frOID a trip withOut going to the office! his/her home. 

12l Each officer and emQlovee must state thl! purpose of each trip for which reimbursement 

is c";.imed. and for each meal for which reimbursement is claimed under Sections 599.622.1. .. 

599.623.1 or 599.635.1. 

1il E=ach ~mue officer and employee must show his/her headquarters address and primary 

dwelling address on the Travel Expense Claim. Employees claiming subsistence expenses pursuant 

to Section 599.6' g. llb)( 1} will show their headguarters address as the address of their primary 

dwelling. 

ill Each claim for the payment of travel expenses shall contain a certification as follows: I 
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hereby ,eaity that the above is a true statement of the traxel expenses incurred by me in 

accordance with Department of Per~onnel Administration regulatiQn§ in the se.rYice of the State of 

California, and that all items shown were for the official business of the ~tate of California. 

NQIE: Aythoritv cited: Sections 1981 S.4{d', 19816, and 19820, Government Code. Reference: 

Section 11930. Government Code. 
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PMl 95-050 A IT ACHMENT B 

1996 EXCLUDED EMPLOYEE RELOCATION RULE 
REVISIONS.. SUMMARY 

-
Attached are the proposed excluded employee rule revisions. Currently, the only rule dedicated to 
excluded employees is 599.722. That rule will reflect the strikeouts and underscores of the revisions. 
All other relocation rules are currently generic, IIpplying to both represented and excluded employees. 
The new rules that are completely underlined are based (In the numerically corresponding existing rule. 
For t!xample. 599.114.1 Scope - Excluded is based on the generic rule 599.714 Scope. This summary 
will help you pick out the actual changes in those rules t!hat are totally underscored. 

This package does not contain rules that applv to represlmted employees or non-state employees such 
as those being newly hired into state service. 

599.714.1 - Scope - Excluded Employees 

(a) Language added for clarification purposes. 
(b) Establishes specific conditions under which the reimbursement of 100% of allowable 
relocation expense is mandatory, adds new distance requirement of 50 miles plus old 
commute, deletes obsolete 35 mile reference. Removes transfer after receipt of layoff 
notice from 100% mandatory reimbursement. 
(c) Language changed for clarification purposes. . 
(d) Adds to the program the feature of partial to full reimbursement of relocation 
expenses for those appointments that do not rneet the criteria for mandatory 100% 
reimbursement under revised (a) and (b), but are deemed by the apPOinting power to be 
of sufficient benefit to the State to justify incurring some or all of the costs of the move. 

Note: Additional management role in partial rero reimbursements: 
-determination of which items and how much 
·completion of detailed authorization for partial reimbursement 
Additional administrative work on partial relos: 
-somewhat higher level of review than 100% reimbursements 
in matching claims with authorization 

599.715.1 - Reimbursement of Miscellaneous Expenses-Excluded Employees 

Minor language changes to accommodate receipt requirement (current policy) and 
establishes a time frame for incurring reimbursable expenses. Other edits for clarification 
only. 

... 



599.716.1 - Reimbursement for Sale of a Residence - Excluded Employees 

Adds clarification language to reflect current policy that commissions and fees will not 
be paid to employee, members of household or spouse's employer. (current policy) 

599.717.1 Settlement of a lease- Excluded Employees 

(a) Provides 9 months to submit claim, no extElnsion, pre'liously 6 months with 3 month 
extension of approved by DPA. (eliminates an exception. process) 
(b) Extends rule to include reimbursement to a maximum of 30 days penalty on a month
to-month rental agreement jf the State gave the employee insufficient notice of 
relocation to avoid penalty. (new) 

599.718.1 Expenses for Moving Household Effects - EXcluded Employees 

Loosens definition of household effects. gives appointing power discretion to approve 
other items to be moved with household good::;. Appointing power may approve weight 
over 11,000 Ibs up to 23,000. Establishes mc;lximum allowable state paid weight at 
23,000Ibs. 

Note: Adds flexibility to move items not among the list of "household goods", 
which adds another type of exception (will revise 256) 

599.719.1 Reimbursement for Moving Household Effects - Excluded Employees 

Restricts movement of household goods to no more than 50 miles beyond the new 
headquarters and no out of state or out of cOllntry moves unless approved by apptg. 
power. 
(a) Increases valuation for insurance, Provides that additional weight in excess of 1',000 
Ibs may be approved by the appointing power, to a maximum of 23,000 Ibs. (currently 
delegated) 

. (b) Increases rate at which a commerCial quot(1 is required for a self move in a 
commercial vehicle from $300 to $1000, redw::es number of commercial quotes from 3 
to 1 
(c) Adds option of claiming the State mileage rate if moving household goods exclusively 
in one's own private vehicle. 
(d) Adds time limit for submission of claims. 

Note: provides employer discretion on moves beyond headquarters, 
greater employee flexibility on self moves, places exception process 
at department level. 

SPECIAL NOTE REGARDING PARTIAL REIMBURSEMENTS: 
If only a portion of the cost of the movement ()f household goods is going to be 
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reimbursed, the department must not issue the STD 255, Moving Service Authorization. 
The employee is required to incur the expense of the movement of household goods and 
then submit a receipted claim for reimbursement. The Moving Service Authorization form 
tells the movers that the State will pay the moving bill directly; no payment is required of 
the employee, except for disallowed items or excess unapproved weight. Thus, the form 
should only be issed for moves that require 100% reimbursement and for those others 
that the department has committed to pay 10()% of the cost of moving the household 
goods. 

599.720.1 Reimbursement for Movement of a Mobile Home 

Increases $2,000 limit on tear down and set up to $2,500; may be exceeded by 
exception of Appointing Power. 
Allows for separate shipment of household go()ds if most economical method. 
Provides for reimbursement of gas receipts on self move. 
Adds time limit for submission of claims. 

599.722 Relocation Subsistence and Mileage Reimbursement - Excluded Employees 

By reference to 599.619, for meal and lodging reimbursements, this rule eliminates non
receipted lodging rate of $24.99 accompanied by full meal/incidentals. 
In order to claim full meals, a lodging receipt must be submitted for lodging expenses. 
Otherwise, the noncommercial rate may be claimed. 
Clarifies "permanent residence n

• 

provides for up to 30 days extension after 60 days of meals and lodging while looking 
for a permanent residence at the new location, providing the employee has not claimed 
the dollar equivalent of 60 days full meals and lodging; 
provides for up to 14 days meals and lodging for pre-move house~hunting, on employee's 
own time; number of days reimbursed to be dnducted from the 60 days after move. 

599.724.1 

minor clarification language only. 
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PMl 95-050 A ITACHMENT B 

DEPARTMENT OF PEf{SONNEL ADMINISTRATION 

Article 7. Moving and f{eloca'tion Expenses 

599,714.1 Scope - Excluded Employee§. 

Whenever a permanent state officer e'f employee is reguired by any appointing 

power because of a change jn assignment. promotion or other reason relaIed to his/her duties, to 

cbange his/her place of residence. such officer, agent or employee shall receive reimbursement of 

hisiher actual and necessary moving aod relocation expenses incurred by him/ber both before and 

after and by reason of such change of residence( subject to thE! Rrovisions and limitations of this 

article. 

1hl For the purposes of this article, a move occurs on the official reporting date to the, 

new headguarters, and when a change in residence is leasonably to be required. Relocation shall be 

paid, when the following conditions are mat 

ill 'he officer's Qr employee's officially designated headquarters is changed for the 

advantage of the State, which includes the following: 

® A promotion offered by any appointing authority, not including those movements 

that the employee could make through transfer. reinstatement Qr reemployment eligibility; or 

1§l. . An involuntary transfer initiated by and at the discretion of the appointing authority. 

iQ Any involyntary transfer raoujred 10 affect a manda,tory reinstatement following: 

1lL- terminatIon of a career executive or exempt appointment 

!UL leave of absenc.e 

ill!L rejection from probation 

!ID any involuntary transfer required EO affect a mandatory reinstatement foJlowing the 

exgiration or involuntary termination of a temporaLY appointment. limited term agpointment Of 

training and dave/oDmenE assif;Jnment when: 

l!L.. the emplgyee did not relocala to accept the appointment or assignment. or 

illl. the employee did relocate, at State expense, TO accept the appointment or 

assignment. 

ill The move must be a minimum of 50 miles plus the nymber of miles between the old 
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r~sidencs and the old beadquarters. 

13.l RelQcatians that meet the i!bave criteria will be fully relmbur§ed to the extent and 

limitations in this article. 

i!:1 Achaoge of residence is not deemed reasonably IO be required for voluntarY 

transfers or permissive reinstatements, with or without a Salary increase, in response to general 

reguests which specify Ihat moving and relocation e):penses wm not be paid. or for any non· 

Q!2I)Jotional transfer which-is orimarily for the benefit 2f the officer or employee . 

.I.d.l. When an appointment does not me!;!, the crjteria ;n (al and (bl thE! apPQinting power 

may, at his/her gi$cretion. determine in agvance that it js in the best interest of the State tQ 

reimburSE! all or part 9f the actual reasonable and necessary relocation expenses provided in this 

article ~s an incentive to recruit employees to positions that ar!! designated by the appointing power 

as difficylt to fill or because of outstanding qualifications of the appointee. or due to unusual and 

unavoidable bardship to the emplQyee by reason of the change of residence. 

ill Relocations that meet this criteria shelll be reimbyrsed ooly for the iJems in this 

article s.Qecifjcally authorized by the appginting power and may be subject to further limitations 

designated by the appointing power. 

ill Upon determination that any reimbumement will be made, the appointing power 

18l Determine which provisions will appll( to the relocation and establish any additional 

limitatigns to lhose provisions such as dollar limits, weight limits or time limits. 

ill! Notify the employee, in writing, of specific allowable reimbursements prior to the 

~ Reguirements and limitations specified in, this article may not be waived or exceeded 

by the appointing Dower, 

ill Unauthorized relocation expenses and relocation expenses incurred prior to receipt of 

a wrinen oatka of allowable relocation expenses afe the responsibility of the employee. 

NOTE: Authority cited; Sections' 9815.4(dl. , 98J 6 and 19920, GQvernment Code. Reference: 

Se~tion 19841, Goyernment Code. 

599.715,1, Reimbursement for MiscellaneQus Expenses - Excluded, Employee$, 

An officer or employee who is required to chanqe hislher place of residence according to 

Section 599.714.1 may receive reimbursement for up to $200 for miscellaneous expenses upon 

submittal of documentation of the payment af all such eXQenses and certification 'that the expenses 

were related to dissolution of the old household ami/or the establishment of a new household and 

were not otherwise reimbursed. 



1al. Reimbursement for the installation and/or connection of appliances or antennas 

purchased after the change of residence shall bEl allowed provided 00 claim ;s made for installation 

and/or connection of a similar item in the movement qf household goods, and jnstallation and/or 

connectign Q£cyrs within sixty d1i!vs Qf the establishment of a new resigence. 

1hl Deposits are not reimbursable. 

NOTE: Authority cited: Sections 19815.4(dl. 19810 and 19820, Government Code. Reference: 

Section ] 9841, Gov~rnment Code. 

599.716.1 

1i!l 

Reimbursement for Sale of a Residence - Exeluded Emplov:ee. 

Whenever a state officer or employee is required, as gefjned in Section 599.714.1 

to change hislher Qfficially geSignaled headQyarters and thi~ r9Quires the sale of his/her residence 

the officer or employee shall be reimbursed only for o:Jctual and necessary selling costs as 

delermioed...by prevailing practices within the area of sale. Claims for reimbursement raust be. 

substantiated by the seller's closing escrow statement and other pertinent supportive documents. 

Seller's points are not eligible for reimbursement. Claims will include only those items which are 

li§ted in the follo..wing subsection. 

it2l A9tujJl and necessary selling costs am: 

ill Brokerage commission: ant;;! 

ill Title insurance; and 

ill Escrow fees; and 

ID frepayment penalties; and 

.ffil Taxes. chargas Of fees fixed by local authority required to consummate the sale of 

the residence; and. 
12l Miscellaneous sellers costs customarl( to the area, not 10 exceed S2QO. 

jQl Actual and necessary selling costs will be reimbursed for that portion of the "dwelling 

the employee actuallv occupies if the employee or officer owns and resides in a multi-family 

dwelling, 

Ml Commissions and fees will not be reimbursed if paid to the employee, the 

employee's spouse or the spouse's employer, or to Stny member of the household. 

1m. g'~ims for the sale of a [oSidence must be submitted within 1WO years following the 

date the officer or employee reports to the new official headqyarters, No extensions will be allowed 

thereafter. 

ill Rebates to employees will be deduclfld from Ihe claim prior to reimbursement. 

NOTE: Authority cited: Sections 35] 7,81 19815,4(d), 19816 and 19820, Government Code, 

Reference: Section ] 984 J , Government Code. 



599.717.' 

.tal 

Senlament of a lease - t;xcluded Empl2.W..... 

Wheneyer an otfi~~r or employee is r~Q.u;red, as defined bv Section 599,714,1 (a) to 

~hange his/har place of ((lsidence and UI!;:h cbange reouira$ the settlement 91 a lease on the 

employeets old reSidence. the officer or ~mployee shill! receive the actual and necessary cost of 

senlement of the unexpired lea lie to a maximum of aile year. In no event shall the lease settlement 

include any costs, qeposits oc fees, 

ill Reimbursement sball not be allowed iff it is determined that the officer or employee 

knew or reasonably shoyld have known that a tran~f(~r according to Section 599.714.1 was 

imminent before ent~ring jnto a lease agreement. 

W Clj;!ims for senlement of a lease shall include a leas9 agreement signed by both the 

'employee and the lessor, and shall be itemized and sybmitted within nine months following the new 

reporting date. 

ill If an employee is reguired under 599.714.1(a) to change hislher place of residence 

and such notice to the employee is insufficient to pCClvide the employee the notice period required 

by a month to month rental apreemant, reimbursement may be claimed for the number of days 

penalty pajd by the emplovee to a maximym of 30 calendar days. 

ill Reimbursement shall not be allowed for days that the emplovee failed to notify the 

landlord after notification by the employer of the real;signment, 

121 Claims shall be accompanied by a copy of the rental agreement, an itemized receipt 

for the penalty and the name and address of the individyal or company to which the rental penalty 

has been p<!id. 

l&l No reimbursement shall be made for forfeiture of cleaning or secYrity deposits( or for 

repair. replacement or damages of rental property. 

NOTE: Authority cited: Sections 19815.41dl, 19816 and 19820, Government Code. Reference; 

Sectioo 19841, Government Code. 

599.718.1 Expenses for Moving Household Effects ~ Excluded Employees, 

la) For the purpose of these regulations. household or personal effects include items such 

as furniture, clothjng, musical instruments, household appliances, fQod, and other items which are 

usual or necessary fot the maintenance of one household. 

(b) Household effects shall not include jTems connected to a for profit busioess, items from 

another household, items that are permanently affixed to the property being vacated or items thaJ 

WQuid normally be discarded or recycled. 

Ie) At the discreTion of the apPOinting power, other items may be considered hQusehold 



effects based on a eon~id~ratiQo of the estimated cos;t of the move and i;! r~view of the items listed 

on the inyentory. Expense~ relmd to moving items "thEIr than those describ~d jn {a} that have not 

been approved by the appoinIing power shall be the responsibility of Ihe employeil. 

NOTE: Authority c:;itest Sections 19815.4{d)' 19816 and 19820. Government Code. Refilrence; 

Section 19841. Government Code. 

29i·719.' Reimbyrsement for Moving Hoysebol~t Effects ~ E~<2luded Employees. 

Reimbursement shall be allowed for the cost of movinA an emplgyee's effects either via 

commercii!1 househQld goads carrier or by the emplovee. Beimbursements onder this rule shall not 

exceed the ~Q§t Qf moving the employee's household goods from thg old residence to the new 

headQyarters plus 50 miles unless the appointing autlloritv determines that a longer move is in Jhe 

best interest of the Stale. Any additional expense as;sociated with an interstate Qr intercountry 

move shall be apprQved In advance by the appointing power. No reimbursement wjll be allowed for 

the hiring of casual labor • 

.lW. When the employee retains a commercial moyer. rejmb.ursement tor actual and 

neC§ssarv e)cRenses incurred by a commercial mover under this article for the packing, insurance, 

one pickup .. transpaoalion, storage~in~tr2!nsit Inot including warehouse handling charges exceDt 

when reguired by interstate tarjffs}. one delivery, vat,acking, and installation at the new location of 

an employee's household effects shall be allowed subiect to the following: 

ill Weight of household effects far which expenses may be reimbursed shall not exceed 

5,000 kilograms (11,000 pounds), 

ill Duration of storage-in-transit for WhiCih charges may be reimbursed shall not exceed 

60 calendar days unless a longer Reriod of storage is approved in advance by the appointing 

authoritY based 00 hardship to the employee. 

ill Ri!t~s at which reimbursement is aI/owed shall not exceed the minimum rates. at the 

minimum declared valuation, established by the California Public Utilities Commission for household. 

Sl.2..ods carriers, unless a higher rate is approved by the pepaament of General Services. 

ill. Cost of insurance for which reimbursement is allowed shall not exceed the cost Qf 

insurance coverage at $ 2.00 valuation for each pound of hoysehold effects shipped by household 

goods carrier. 

lID Qlaims for exceptions to the 1 1 .000 pounds statutory limit will be consjdered by the 

3QPointing aUlhoriJYf up to a maximum of 23,000 pounds, only when iI has been determined that 

every reasonable effort had been made to conform to the limit. Exceptions to the number of pick~ 

ups and deliveries may be made by the appointing power when it is reasonably necessary and in the 



best interest of the state. 

1bl Wbfln the employee does nOT retain 2J commercial moyer, reimbursemeQt shall be 

allowed as follows for expenses related to .the movement by the employee Qf his/her household 

effects in a truck. or trailer . 

.ill Rental of a truck or trailer from a commercial establishment. When not included jn 

the tryck rental rate, the cost of gasoline. rental of a fyrniture dolly, Pe~king 

cartons and protective pads will be reimbursed. If the total cOSI§ qxcee.d $1,000 the claim myst be 

accompanied by at least one written commercial ralE! quote. Reimbursement will be made at the 

riJte Uncluding gasoline) which results in the lowest cost; or 

121 Mileage reimbursement at the rates pll'oyjded in Section or 599.631.1 (b) for 

noncommercial DrivatelYMowned motor vehicles used in transporting the employee·! household 

effects. 

(3) Reimbursement for more than one trip bv the method cla§cribed in (b){ 11 or (2) above 

may be allowed if the employee's agency has determined that the total cost would be less than the 

s;:ost cif movem~nt by a commercial bousehold goods carrier . 

.!kl If hoysehold goods arE! moved exclusively in the employee's personal vehjcle, 

reimbursement for mileage may be claimed at the State mileage rate. No other mileage or moving 

expense shall be allowed. 

kU All claims for the reimbursement of the movement of household goodS require 

receipts. Unless an exception is granted by the appointing authority. claim" shall be submitted no 

Imr than 2 years and 60 days from the effective date of appointment or 15 days prior to voluntalY 

separation, whichever is first. 

NOTE: Authority cited: Sections 19815.4(dL 19816, and 19820, Government Code. Reference: 

Section 19841, Government Code. 

599,720.1 Reimbursement for Movement of a Mobile Home - Excluded Employe8§, 

Eor the movement of a mobile home which contains the household effects of an officer or 

employee, and has served as the employee's resid§rtce at the previQus location at the time of 

notification of relocation, reimbursement will be allowed as follows: 

1!l Where transportation of the trailer C(lach is by a commercial mobile home transporter 

and receipts are sul?mittedj 

.ill For lolls, taxes, charges, fees or permits fixed by the State or local authority 

required for the transportation or assemblv of trailer coaches actually incurred by the employee. 

ill Charges for disassembly and assembly of the trailer, including but not limited to.. 

disassembly and assembly of trailer, skirts, awnings, porch, the trailer coach itself and other 



miscellaneoys documented. itemized expenses related to the dissolution of the old household aod/Qr 

the establishment of the new household, UP to $2,500 unless an exception is approved bx the. 

appointing power . 

.Ql Reimbursement will be allowed for th(a actual cost SYppOlled by voucher of rental 

and installation of wheels and axles necessary to comply with the requirements of Chapler 5& 

Aaicle 1 of the CSlliforoia Vehicle Code, 

M.l Three competitive bids shall be obtained and reimbursement will be approved at tM 

lowe~t bid. Bas~d on jnformijtion documenting the attemRt to obtain thre~ bids as provid{ld by the 

employee. the apPQintjng power may waive the three' bid requirement. 

@. Reimbursement received under this soction precludes any additional reimbursement 

for misCE::llanEloYs eXQ!ilnses under Section 599.71!?,' . 

1§l Movement of the trailer coach at rates not e:Kceeding the minimum rates established 

by thE! California Public Utilities Commission for mobile horne transporters: 

ill Charges at P.U.C. minimum rates to I)btain permits identified above; 

.un Storage-in-transit for up to 60 calendar days at P.U.C. minimum rates, unless an 

extension is approved by the appointioA authQrity. 

1!U. Where trilnsportation of the coach is by the employee, expense may be claimed for a 

one-way triP by sybminioR Qesoline receiPts. 

,lg Reimbursement will not be allowed for: 

ill Pyrchase of parts and materials exce!:!t for those items necessary to comply with 
, 

minimum requirements of the California Administrative Codef Title 2S, Chapter 5. 

W Repairs inc:ludinq tires and tubes, aDd breakdown in transit. 

ill Costs associated with maintenance pc repair of the trailer coach. 

ID Costs for separate shipment of household effects by a household goods carrier 

unless that is determined to be the most economical method of transport. 

i!il Costs associated with !the movemen.Lgf handling of permanent structyres. 

l2l All claims related to the movement Qf a trailer coach and the household gogds 

lhe'rein require receipts and shall be submitted no later: than 2 years and 60 days from the effective 

state of appointment, or 15 days prior to vOlyntary separation, whichever is first. No extensions will 

be granted. 

NOTE: Authority cited: Sections 19815.4(dl, 19816, and 19820, Government Code. Reference: 

Section 19841, Government Code. 

z 



599.722. Relocation Allowan9$ Subsistence Bejmburljement and Mileagw - PliOf",fepFeseAted 

Excluded Employees. 

Aft eJEeh:leee employee is defiAed in ScelieR 894M;' B.-

(a) If eligible under Section 699.714Jil, sin officer or employee shall be reimbursed far -

actual lodging, §!JPported by a receipt. and meal and incidental expenses in accordance with and not 

to exceed the rales established in Section 599.61 9(al(1) and (2)r-OF 6B9.619(eHH, or 699.619(6+ 

While locating a permanent residence at the new location. A. Feeei~s Feql:liFes fer an¥ ilem 0# 

a_peAse- ift ellfeeS6 at 824.99, Employees whQ do not furnish receicts for lodging may I]e 

reimbursed for nOnt~ommercial meals and noncommercial lodging in accordance with 599.619(bl. A 

permanent residence is tYPically an abode that is purchased, or rented on a monthly basis, of a type 

that provides long-term living accommodations, where any utilities are hooked vR {gas. electric, 

cable, phoneL jiIOd mail is delivered. A reeeipt is feqlJired fer SRt; it(!fR at ellEp8RSe in e)(ees~ 

$24.99. 

(1) :n~e allewsAoo Reimbursement may flt* be claimed for ffI&fe than Y.IL1,Q 60 days ... 

t:tAless except an extension of up to 30 days may be granted when the ()tFee~aF af the Dep.ar~meA{ 

$If Pef'f;oRAel ASfAiRiS{ration Appointing power has determined in advance that the delay of change 

of residence wiU .iU result fA .2f unusual and unavoidable karsehip for circumstances that are 

beyond the control of the officer or employee... ~Ietermi~he maximum allewa"ee 

reimbursement to be received by said officer or employee shall not exceed the eguivalenJ dollar 

amount of 60 days of full meals, incidentals. and receipted lodging. 

(2) Interruptions in relocation caused by sick leave, vacation or other authorized leaves 

of absence shall be reimbursable at the option of the employee providing the employee remains at 

the new location and is actively seeking a permanent residence. 

(3) The relocation allewaAce subsistence reimbursement shall terminate immediately 

upon establishment of a permanent residence. ·'he dcpan:meft4: apPoif'lting power shall determine 

when a permanent residence has been established. 

Ml Partial days shall count as full days for the purpose of computing the 60~day period. 

(b) Upon approval of the Appointing Power. meals and/or lodging f.€lxpenses, for up to 

fourteen da'ls... ariSing frorn trips to the new location for the sale purpose of locating housing shall 

be reimbursed in accordance with Section 599.619(a)(1) and (2), or 599.619(c)(l), or 599.619(dl. 

Claims for reimbursement gf meals/lodging expenses in this item are limited to those incurred after 

receipt of formal written authorization for reloc8tjOQ and prior to the effective date of appointmeox. 



The period claimed shall be included in the computation of the 60·day relocation period. 

id Reimbursement for trave! from the old rtlsidence to the new headqyarters may be 

cI~imed one way one time and shall not exceed the mileage rate allowed in 599.63](al. 

Note: Authority cited: Section 3539.5, Government Code. Reference: Section 19841, 

Government Code. 

599.724.1 

1!l 

payment 01 Claims for Moving and Relocatjon Ex~e"ses-Exc:luded Employees. 

The Depanment of Personnel Adminis'cralion shall b!} responsible for prescribing any 

~pecific procedures necessary for effective and economical operation of this article. Claims shall be 

mad~ on authorized forms, scheduled in the normal manner and submined through regular channels 

to the State Conlroller for payment. All claims must lOe substantiated by invoices, receipts or other 

eVidence for each hem claimed I 

1.b.l Agencies may contract girect!y with the carrier for moyement of hoysehold effects 

of officers and employees ill state exgense, sybject II;> tile samli! restrictions as if the shipment was 

arranged by the officer or employee and reimbursed by the State . 

.ttl If the change in residence results in.1he salary of the officer or employee being paid 

by a different apPointjng power, all allowable moving and relocation expenses shall be paid by the 

new appointing power e'Scept where the old apPQjntil1g power agrees to pay all or pan of the 

expenses allowable under this Article . 

.I.dl Each department shall be responsible Lor insuring that upon notice to the emplQyee 

of an impending move. a copy of these rules shall be given to the offif,:er or employee. 

1eJ. When exceptions have been granted by an aepointing iluthority, the written 

justification of those exceptions shall be maintained INith the applicable claims. 

NOTE: Authority cited: Sections 19815.4(d)' 19816, and.19820, Go"ernment Code. Reference: 

Section· 19841 and 19842, Government Code. 


